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THE UNIVERsrrY of

3400
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1. General
The University ofNew Mexico recognizes that annual leave provides employee~ an opportunity to relax
for an extended period and to return to the job with renewed interest and vitality. The University
encourages employees to take annual leave each year, with at least one (1) annual leave period of one
( 1) week in duration. Eligible faculty and staff employees earn, accrue, use, and are paid for annual
leave according to the provisions of this policy. Refer to the Faculty Handbook for more information on
leave for faculty.
2. Eligible Employees
Regular full-time part-time staff employees who work twenty (20) hours or more per week and faculty
on twelve-month contracts are eligible to receive paid annual leave.
3. How Annual Leave is Earned
Eligible employees earn annual leave each pay period only during time actually worked and during any
paid leave of absence authorized by University policy.
4. Annual Leave Accrual
Eligible exempt employees accrue annual leave at a monthly rate up to a maximum of fourteen (14)
hours per month based on the expected work hours and in accordance with Section 3. herein. If an
exempt employee work less than full-time, leave accruals will be prorated based on the employee's work
schedule including any paid leave of absence.
Eligible non-exempt employees accrue annual leave at a biweekly rate up to a maximum of6.47 hours
based on hours worked in the pay period and in accordance with Section 3. herein. If non-exempt
employees work less than full time, leave accruals will be prorated based on actual hours worked and
any paid leave of absence.
4.1. Maximum Allowable Balance_An employee's unused annual leave balance may not exceed 252 hours.
5. Use of Annual Leave
Annual leave is accrued at the end of the pay period and cannot be tak~n until the pay period following
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the date in which it was accrued. Employees must request and receive approval of leave in advance
from their immediate supervisor. While annual leave is normally scheduled according to the employee's
wishes, the University reserves the right to schedule an employee's annual leave in accordance with the
needs of the University. It is recognized that in certain emergency situations an employee may not be
able to request leave in advance, and the supervisor should give such a request fair and reasonable
consideration.
An employee who requests time off to observe a religious holiday that does not fall on a University
holiday (refer to '~J:iPlid~ys''J~QU~y3405,JJBl~) must be allowed to take annual leave or leave without
pay if the employee does not have enough accrued leave, unless granting the request would cause
significant disruption in the business of the department or otherwise cause undue hardship for the
department or the University. The employee must obtain such approval in advance. Employees who
work in non-critical areas may request time off due to inclement weather in accordance with
"Inclement Weather" Policy 3435, UBP.
5.1. Monitoring Annual Leave
Supervisors are expected to monitor employee leave balances. Where restricted funds are,
involved, supervisors should encourage employees to use annual leave accruals during the
period that were earned during that project. When an employee transfers to another
department, leave balances also transfer. An employee is not required to use annual leave
prior to such a transfer. Supervisors should work with employees to develop and coordinate
annual leave plans so that accruals remain at manageable levels and so that maximum limits
are not exceeded.
6. Shift Work
Employees who are "regularly" assigned to shift work are paid for annual leave at their normal pay rate
(base pay plus shift differential).
7. Payment for Unused Annual Leave
When employees separate from the University, they are paid for unused annual leave at their regular pay
rate including shift differential as described in Section 6. above, and as provided in the following
sections. The University reserves the right to require employees to take some or all of their accrued
annual leave before the date of separation. However, the employee may not take annual leave in order to
extend the termination date beyond the last day actually worked (Refer to "Separation Policy 3225,
UBP). If the University provides notice and opportunity for the employee to take annualleave_prior to
the last day actually worked, but the employee refuses, the leave is forfeited.
7.1. Voluntary Separation
The maximum payment for voluntary separation other than retirement is 168
hours.
7.2. Involuntary Separation, Retirement, or Death
The maximum payment for involuntary separation, retirement, or death is 252
hours. In the case of an employee's death, the employee's estate is paid for
accrued leave up to a maximum of 252 hours.
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8. R.eporting and IPayment
The department timekeeper must enter annual leave electronically into the Banner HR/Payroll System
and the leave must be approved online by the area manager in accordance with "Time and Leave
Reporting" Policy 2610, UBP.
9. Record Keeping
Departments must maintain documentation for each employee of hours worked, leave hours taken, and
other information submitted on-line into the HR Banner System for four (4) years or in accordance with
grant requirements, whichever is greater. Employees may view their leave banks, including leave hours
by going to }3anner Self Servic~.

Comments may be sent to :U6PP~l@.UNM,~du
http://www.unm.edu/-ubppm
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